ALABAMA DEPARTMENT OF First Class Pre -K
EqrlyChildhood Di r e ¢ t o FRegistrdtione
Jeanon and ASAP Guide

LOGIN, ORG ID, AND PASSWORD

ASA

To log in, set, or change your password in ASAP: T

1. Go toapp.asapconnected.com5(2 y 20 (@LJS G666 P 5
address.) )( o)

2. Type in the Org ID which4814 ~—

3. Enter your Username which is your email address. (Note that both th
username and password are case sensitive.)

4.9y (GSN) @2dzNJ t F aag2NR AT &2dz (y29 T
f23aAAy AYyTF2Keé YR SYGSNI &2dzNJ SYI B a
info to you. (Note that both the username and password are case e

sensitive.)
5/t A01 aG[ 23 Ly ®E

Katrina- Admin Bowling

6./t A01 2y UKS a9y e
link to the right of your name.

katrina.bowling@ece.alabama.gov
T (334) 353-2700

NJ @ 2dzNJ OdzZNNBy G LI aadag2NR Ay (GKS ahftR t

7.9y 0GS
GKS abSg tlaag2NRE FASER FYR NBLISFG Ad Ay

Change Password

Qld Password:
Mew Passward:
Confirm Mew Password:

—) Save

y ® /|t A0l GKS a{l @S¢ odzitG2y o
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DIRECTOR PRE -REGISTRATION
RESPONSIBILITY BREAKDOWN

wDirector oversees communiyide recruitment and advertising of First Class
PreK PreRegistration (see English advertising flyer on p. 6 and Spanish versiol
onp.7)

wDirector views praegistrations in ASAfrom January 18 until Random
Selection Drawing Date

wDirector oversees precreening of praegistration applications for eligibility
based on residency requirements, age requirements, etc. and changes status i
ASAP of any child not meeting requirements to Dropped and does not include
the child in the random selection drawing to be held in March

wDirector holds random selection drawing according to First Clask Pre
Guidelinedetween March $and 3Ft (specific date to be determined by
individual programs)

wDirector marks drawing results in AS#d¢ween April 2dand 13
oChild selected for available position = mark as Pending
oChild selected for position on waiting list = mark as Waitlisted

wDirector marks parent responses in ASAP for all children with Pending status
beginning April 18 as parent responses are received

oParent accepted available position = mark child as Completed
oParent declined available position = mark child as Dropped

wDirector contacts parents from whom an accept/decline response has not beer
NEOSAUSR U2 RSUSNNAYS gKIFIu UKS OKAft
accordingly

wDirector makes class assignments in AB&gning April 19 as parent
responses are received

oAll children marked as Completed must be assigned to a specific class in |AS,



DIRECTOR PRE -REGISTRATION TIMELINE DETAILS

1. ADVERTISBEanuary 15until Random Drawing Held in MarctPrograms place
recruitment notices around the community using the advertising flyer provided by
DECE. They also provide access to the PpEREedPreRegistration Parent
Guide

2. PREREGISTRATIONanuary 1%until Random Drawing Held in March:
Parents/Guardians go online (link provided on flyer) to the ASAP platform and
complete the electronic preegistration form (using the DEQEovided illustrated
guide to assist them) and provide a copy of their most recent utility bill, lease, or
mortgage as proof of Alabama residency (and district residency if required by the
local school board)If the local program wishes, they may require parents to
provide documentation of eligibility before giving them the link to the-pre
reqistration site. It is the responsibility of the local program to provide re
registration assistance to families and facilitate computer access if needed (see
Helpful Hints for Supporting Familiésring Online PrRegistratiorat end of this
document). NOTE All grantees must utilize the ASAP online-pegistration
programprovided by the Alabama Department of Early Childhood Education.
Please do not request that an exception be made to this requirement.

3. RANDOM SELECTION DRAWIM@rch 1-31: All programs hold their public
random selection drawing between the dates of Maréhahd 3F. Directors will
follow instructions provided in the A NS O (i 2 NE& @ print{out & listbtlal R S
children who have preegistered for their program then follow program guidelines
to conduct a random selection drawing. For each class a program has, after 18
children per class are drawn during the random selection process, the remaining
students continue to be drawn and numbered in the order they are drawn. This will
be the order of the waiting list if new students need to be added to a classroom.

NOTE: If a program has multiple birth siblings (twins, triplets, etc.) all names should
be placed in the drawing separately. If one, but not all, multiple birth siblings are
drawn before the classroom enrollment is at 16/17, the drawing should cease at this
point and the 1/2 multiple birth siblings should be added to the classroom roster at
this point to reach full classroom enrolliment of 18 students.

ADDITIONAL NOTEa classroom is located in a center that currently has a program
for 3-yearold children, those children may not automatically be moved up to the OSR
First Class P+ classroom unless the program is federally mandated. Those children
must submit the online preegistration form and be placed in the public random
selection drawing like all other children from the community who submit

applications.



DIRECTOR PRE -REGISTRATION TIMELINE DETAILS (continued)

MARK RESULTS OF RANDOM SELECTION DRAWANSG 15: When a

parent/guardian preNS 3 A A0 SNARA I OKAf RX (0UKS OKAf RQa
meaning the preregistration is done. After the final drawing deadline date of

March 3E, all program directors will haug&o weeksto go into ASAP and change

SIOK OKAf RQAa -NRII NaiaNI2i/A K SIANA LINBNR2 Y a9y
OYSFYyAYy3 (GKS OKAfRQAa ylYS o6& aSt SOUGSR
LINEANI YO 2NJ G2FAGEt AaGSReE o0YSEYyAy3a GKS (
LINE AN YQa gl AGAY3T ftAAGOOD 5A NBveelk 2 NB | NB
window to mark random drawing results, but may do this as soon as the drawing

has been conducted. THeA NB O G 2 NE& @roviddd oyt DEOHIgivés Hetailed

instructions for completing this process.

PARENT/GUARDIAN NOTIFICAFI®NIl 16- 18: The Alabama Department of

Early Childhood Education offiaeill trigger emails to be sent to each pre

registrant family notifying them of their pending or waitlisted status for each
program they selectedThe email will direct families to contact the director of each
program for which they were selected to accept or decline the positidinectors
should not rely solely on parents to do this and should contact families who have a
pending status to determine if the parent/guardian is accepting the position in the
program.

NOTE: If students are not marked as Pending or Waitlisted in ASAP within this
window, parents will not receive these email notifications and the program will be
NBalLR2yaArotS F2N y2iAFeAy3d LI NByda 2F St
selection drawing.

COMPLETIONBeginning April 19 After receiving parent responses, for each child
marked in ASAP as Pending, the Director must indicate in ASAP whether the seat is
being accepted or declinedlhe Director will follow directions intfe A NS O (i 2 N&E Q
ASAPGUIdE2NJ YI NJAy3 dt SYRAYy3I¢é¢ OKAf RNBY I &
SYNRtfYSYyld LINRPOSaa Aa O2YLIX SUGS |yR KS F
(meaning the child declined a position in the program or withdrew from it after
0SAY3 FAaA3IySR (2 | OtlFraaod ! TGSNI I OK3J
KAaGKKSNI yIYS gAaft 0S RSEtSGSR FTNRY lye z
office.

CLASS CREATIQBeginning April 19 The Director will follow instructions

provided in thes A NS O (i 2 NE& @ gd ifto ASAPRudd/a$si§n students to
specific classes.



" ‘\ FIRST CLASS PREK
|

Fatv e hidhong 1 AAAT A3 O 6 i-K Rdgréi O U
’ ~ PREREGISTRATION )
1 T AAAT A8O 1 AOET 1 Al 1 UKOAAT CIT E
is preparing for another exciting school year!

AAcceptingonline pre-registration applicationsfor 20202021 school year (for assistancewith
accessin@nline applicationcontactlocalschool/program)

AEnrollmentopento all childrenfour yearsof ageon or before 9/1/20* who are residentsof the
state of Alabama(childrenwho are eligiblefor kindergartenareineligible)

AEnrolleesmust provide a copy of the O K A lhirfR @sitificate (may be uploadedinto the online
pre-registrationsite or submitteddirectlyto the localschool/program)

AEnrolleesmust provide proof of residencec either a current utility bill or copy of a leaseor
mortgage (may be uploadedinto the online pre-registration site or submitted directly to the
localschool/program)

APublicschoolsystempre-k programsmay have zoningrequirementsthat determine eligibility to
attend a programat a particularschool(contactschoolfor information)

ANo RegistratiorFeefor this program

AUponenroliment,O K A ilmRuRizationrecord mustbe provided

ANo child will be denied participation on basisof income, sex, race, color, national origin, or
disability

Pre-
Registration January 15 March
Dates

Go online tohttps://alprek.asapconnected.com
Forms Complete the PreRegistration Form and submit
birth certificate and proof of residence.

More Visit www.children.alabama.gowand see
: Pre-Registration Info under
Information First Class PF&.
Acceptance is strictly through random drawing to be
Acceptance t0 | held on at at
the Program Parent/Guardian does not have to be present at

drawing. Notices will be emailed beginning April2.6

FlYy 2LAYA2Y 2F GKS 1GG2NySe DSySNIt adldSa Ay ST7FS0IbirthkKdthat adiyeR S NI
age is attained the day before the birthday anniversary. ~ Ala. €b8128-4(1975) Interpretation based on Report of Attorney General of Alabama
OctoberDecember 1963, Volume 113, page 20.


https://alprek.asapconnected.com/
http://www.children.alabama.gov/

PRE-K DE PRIMERA CLASE

ALABAMA DEPARTMENT OF
Ea I‘|}.r‘ C_I'II ldhood Programa de Pre-K Voluntario de Alabama

clucation

APLICACION

El Pre-K de Primera Clase en Alabama es reconocido a nivel nacional
iNos estamos preparando para otro emocionante afio escolar!

* Estamos acepando solicitudes de pre-inscripcion en linea para el afio escolar 20202021 para obtener ayuda con
el acceso a la aplicacion en linea, comuniguese con la escuela/programa local).
* La inscripcion esta abierta para todos los nifios gue tengan 4 anos de edad en o antes del  9/1/2020* guesean

residentes del estado de Alabama.

* Los solicitantes deben proporcionar una copia del certificado de nacimiento del nifio (Puede descargar los
documentos en la pagina electronica de preinscripcion o enviarlo directamente a la escuela o programa local).

* Los solicitantes deben presentar un comprobante de residencia, ya sea una factura de servicios pablicos actual v
una copia de un arrendamiento o hipoteca (Puede descargar los documentos en la pagina electrénica de
preinscripcion o enviarlo directamente a la escuela o programa local).

* Los programas de Pre-Kinder del sistema escolar piblico tienen requisitos de zonificacion que determinan la
elegibilidad para asistir a un programa en una escuela en particular (comuniquese con la escuela para obtener

mas informacion).

* WMo hay costo por registrarse en este programa
* Al momento de la inscripcian, se debe proporcionar el registro de vacunas del nifio.
* A ningdn nifio se le negara la participacion por motivos de ingresos, sexo, raza, color, origen nacional o

discapacidad.

Fecha de
preinscripcion

15 de enero - de marzo

Formularios

Vaya en linea a https://alprek.asapconected.com
Complete el formulario de preinscripcion y presente el
certificado de nacimiento y el comprobante de residencia.

Mas
Informacion

Visite www.children.alabama.gov yvea la
informacion de pre-inscripcion en Pre-k de

Primera Clase.

Aceptacion
del programa

La aceptacion es estrictamente a través de sorteo al azar que se
llevara a cabo en en en
El padre / tutor no tiene que estar presente en el sorteo. Las
notificaciones seran enviadas no mas tarde del 16 de abril.

" Una opinlén del Procurador Ganeral establace que, de acuerdo con & derecho consustudinano, la edad de una persona g2 computa Incluyendo el dia de
nacimients para que 5& cumpla una 2dad geterminasa 2l dia antedor al aniversano del cumpiealios. ~ Ala. Code §16-26-4 (1975) Intepretacion basada en
el Informe del Flscal General de Alabama octubre-ghciambre de 1953, Volumen 113, pagina 20.



Assisting Parents/Guardians
With First Class Pre -K
Pre- Registration

There are families with barriers to completing an online-pgistration process. These
are the very families whose children westneed to reach and serve. Therefore, we
must be prepared to offer supports to help them successfully complete the pre
registration process. We have kept this in mind and have limited how much typing is
required, offered more droflown choices, and eliminated the need to enter any codes
or school names.

Below are some suggestions for providing additional support:

A Post flyers about preegistration in such places as the public library, the health
RSLI NOYSYidZ LISRAFUONROAIYAQ 2FFAOS&T GKS
the local school system website, and in apartment complex offices. Provide copies of
the illustratedPreRegistration Process Guidderever flyers are posted.

A Advertise and hogPreK PreRegistration Nighevents at the local school board office,
elementary school, public library, trailer park, apartment complex, etc. and have
laptops/computers set up for parents/guardians to use to complete the pre
registration process. Have EL teachers anekPieachers on hand to assist those who
have trouble.

A Have laptops/computers set up inyour Pfe LIN2 AN} YQ& 2FFAOS | NE
parents/guardians to come in and use to complete the-pgistration process.
Provide copies of the illustratdére Registration Process Guifte them to follow. It is
also helpful if this station is set up in close proximity to a receptionist or secretary who
can provide assistance when needed.

A Remember that where there is a will, there is a way. Families who receive food stamps
and other types of federal financial support complete online applications for these
programs.



VIEW PRE -REGISTRATIONS

To view the names of all children who have-pegistered for the program:

1. Go toapp.asapconnected.corand type in the Org ID which4g§14—"

ASA

Registration + Management Softwas

Org ID:
4814

Usermname

the individual classes with codes ending
with a (.)dot followed by two numbers
and a letter because you are looking for
the site/school as a whole to view
preregistrations. To see your
site(s)/program(s), scroll down to the

Class Roster ] Demographics #F‘qtl'f':'

Select Template: | Review List

HO  9YGSNI 82dzNJ ' ASNYFYS FyR tFad y R
3. Click on the Group Classes tafote
that, when preregistration is underwa?\ oty g b | ok e?
for a new upcoming school year, both __
the Curl’ent SChOOI year C|8.SS€S AND th‘ Schedule | Group Classes _ New Students '\ Notes 8 Files ' Hours
upcoming school year classes will be || [Show Current v
d|Sp|ayed The d|fference can be Event Class Code Date
dIStIngUIShed by Iooklng at the DATE Enterprise Early Education Center 816P13201.501 8/1/2018 - 6/30/2019
- - Enterprise Early Education Center 816P13201.502 8/1/2018 - 6/30/2019
COIumn ' TO Work Wlth a partICUIar Enterprise Early Education Center 816P13201.503 8/1/2018 - 6/30/2019
Program or CIaSS! Iocate the CorreCt da Enterprise Early Education Center 816P13201.504 8/1/2018 - 6/30/2019
range for the relevant school year then || enterprise carly Education Center 816P13201.505  8/1/2018 - 6/30/2019
Choose the Prog ram/Slte Name for the Enterprise Early Education Center 816P13201 9/2/2018 - 6/30/2019
H Enterprise Early Education Center 816P13201 9/2/2019 - 7/1/2020
CorreCt SChOOI year IISted Under EVENT m BI0P 13201501 APV TR ALY,
Also note t_hat, under Class COde, the Enterprise Early Education Center 816P13201.502  9/2/2019 - 6/1/2020
. Enterprise Early Education Center 816P13201.503 9/2/2019 - 6/1/2020
Programwill not have the (.) dot
Enterprise Early Education Center 816P13201.504 9/2/2019 - 6/1/2020
followed by a letter and two numbers.
Those are thmdlv'dual C|aSSG$gn0re Enterprise Early Education Center 816P13201.505 9/2/2019 - 6/1/2020

Class Code(s) with only nine characters

B3

. . Primary Phone Street City Zip Gender
. CI|Ck the Demog raph|CS tab then, next t |5 113 Lakeshors Drive  Pike Road 36064 F
(334) 353-2711 113 Lakeshore Drive Pike Road 36064 M
the Select Template prompt, choose ¢
14 P e P 7 ~ l,l r 24) A HIES
2 (334) 354-1333 846 Hill Streat Montgomery 36108 F
a W S Q A S g [ A a u ¢ 8 F< (321) 654-9874 456 Boulder Road Prehistoria ) 32165 M
(321) 654-9874 456 Boulder Road Prehistoria 32165 [F

scroll to the right to see all information
including addresses. (Note: To print the
list, follow the directions on the next

page.)

. Directors have access to their pregistrant information at all times by logging in to the

ASARP site.



© R ASAP Student Status Label Key
‘E“grlyc,hildhood and
veaton Pre -Registration Confirmation

Email Template

STUDENT STATUS LABELS AND MEANINGS IN ASAP
Enrolled” & { dzR Sy (i -Qégisteatypn Hag/bBen suliibitted

Pending’ éﬂdzﬁéyﬁQé yI-YS gl a IV?NJ-éy AY idKS NJ-)/IQZY XS
Classroom

Waitlistedi &G dzZRSYy G Qa yIFYS gl & y2i OK?2aSkKClagoNh ang'has @én;
added to the waiting list

Completed= student accepted an available position in a First ClasK Riassroom and the enroliment proces
is complete

Dropped= student declined to accept an available position in a First Clagds €l@ssroom, withdrew from a Fir
Class Pr&K Classroom, student had a duplicate entry, or student did not meet eligibility requirements for th

JJ

St
b St

Automatic Confirmation Email Received after Submitting FRegistration

ALABAMA DEFANTRENT OF

E;ﬂl. ly <.'.I_| ildhood Login to Your Account
EQucanomn
Thank you for your pre-registration!

Please carefully read the following important information.

For each of the programs for which you pre-registered, you will receive an email in mid-April
notifying you of your child's status after the random selection drawing was conducted.

Your child's status will either be Pending or Waitlisted. If your child's name was selected during

the random drawing for an available position in the program, the status will be Pending. If your
child's name was not selected for an available position, the status will be Waitlisted.

Please refer to the information below explaining what you will need to do in each case.
+ Ifyou are notified that your child’s status is Pending - please contact the program within 7
days via email or phone call and either accept or decline the position. Your child will not
be placed in a class until after you have accepted the position.

+ Ifyou are notified that your child’s status is Waitlisted — there is no need to do anything as
you will be contacted by the program if a position in a class becomes available for your
child.

Athens Elementary School - 142P10701

Registrant: Lara Allen

10




PRINT LIST FOR RANDOM SELECTION DRAWING

To print out a list for the drawing of all children who have-pggistered for the program:
1. Go toapp.asapconnected.corand type in the Org ID which4814
2. 9yGSNI 82dzN) | aSNYFYS FyR tlhaas2NR _ YR
3. Click on the Group Classes tab, then
choose the Program Name listed~__
dZ}/ R S N‘] mﬂ@®VWh%pre Scm Group Classes . New Students Notes & Files ‘_ Hours Password
reglstre_ltlon is underway for a new| o -
upcoming school year, both the
current school year classes AND { &= Cuass Code Date S
. . Enterprise Early Education Center 816P13201.501 8/1/2018 - 6/30/2019
UPCOm|ng SChOO! year Classes Wll Enterprise Early Education Center 816P13201.502 8/1/2018 - 6/30/2019
displayed. The difference can be || enterprise eary equcation center B16P13201503  8/1/2018 - 6/30/2019
distinguished by looking at the DA| enterprise Eary Education Center 816P13201504  8/1/2018 - 6/30/2019
column. To work with a particu'ar Enterprise Early Education Center 816P13201.505 8/1/2018 - 6/30/2019
Program or ClaSS |Ocate the corre Enterprise Early Education Center 816P13201 9/2/2018 - 6/30/2019
! Enterprise Early Education Center 816P13201 9/2/2019 - 7/1/2020
date range for the relevant school |\ Gerermrremmeemerrms
B NIErprise Early Education Center oloF1sU0L5UL 9 ULS -0/ L7020
year then Choose the Program/SIt Enterprise Early Education Center 816P13201.502 9/2/2019 - 6/1/2020
Name for the correct school year | enterprise Early Education Center 816P13201.503  9/2/2019 - 6/1/2020
listed under EVENT Enterprise Early Education Center 816P13201.504  9/2/2019 - 6/1/2020
AlSO nOte that Under CIaSS COde Enterprise Early Education Center 816P13201.505 8/2/2019 - 6/1/2020
Program will not have the (.) dot
followed by a letter and two
numbers. Those are the individual
classes. .
) ) Class Roster 1 Demographics #“QEE'—
4. Click the Demographics tab then, next :
to the Select Template prompt, choose —
GwS oA S s [ A& i e Select Template: | Review List -
I
lz2])
Primary Phone Street City Zip Gender —
{334) 353-2711 113 Lakeshore Drive Pike Road 36064 F
W(334) 353-2711 113 Lakeshore Drive Pike Road 36064 M
5. SCrOII to the far right and CIiCk the {334) 353-2711 113 ,.'?-(azhnrs Drive Pike Road 36064 F
. . (334) 354-1333 846 Hill Street Montgomery 36108 F
Excel or PDF icon at the tOp I’Ight of (321) 654-9874 456 Boulder Road Prehistoria 32165 M
the Wlndow (321) 654-9874 456 Boulder Road Prehistoria 32165 F
/’/
Insert  Page Lay
T ?"C”t Calibri
. . <2 Copy ~
6. Find the document at the bottom left 7. When the document opens, cliCk P romatpareer BT U
corner of your computer screen and a9yl ofS 9RAUGAY3IE| T Juz2L
M4 - fx
€|

click to open it.

\
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Customer

Last Name
1D

5136173 allen

5136174 Allen

5136175 Allen

First Name

Lara

Parker

Mary-Gates
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ASAP Student Status Notes

By April 13

Directors should have changed the status in ASAP of ategrstered students with ENROLLED
status to PENDING (if selected in the drawing), WAITLISTED (drawn after the predetermine
number of seats 16 or 18), or DROPPED (if did not meet program requirements or if a
duplicate entry).

Between April 18 and 18":
Only students who have a status of PENDING or WAITLISTED in ASAP will receive the Sta
Notification email that will be sent in batches from the department (see example on p. 14).

After the PreRegistration Period Ends and During the School Year

A
A

Students who preegister after the random selection drawing will appear on the

LINE AN YQa NRAGSNIAY !'{!t & 9bwh[[95®

If a program has space for the newly pegistered student, the status should be changed
from ENROLLED to PENDING and the program should notify the family and request a r
to accept or decline the spot. Otherwise, the student should be marked as WAITLISTEL
YR FRRSR (2 G4KS o62002Y 2F (GKS LINPINI YQ
the family and indicate that the student is on the waiting list.

Note that programs should maintain their own waiting lists outside of ASAP in order to
SYy&ddzNE OKAfRNBYQa VIYSa NBYIFAY Ay (GKS O
An automatic email will not be sent for pregistration applications entered after April

13". Directors will be responsible for contacting those families individually.

Beginning May % and Throughout the School Year
No student should remain in ASAP with ENROLLED status. ALL students should have one
following status indicators as appropriate:

1. PENDINGselected in random drawing and awaiting reply from the family

2. WAITLISTED waiting for a position to become available

3. DROPPHED student declined, student withdrew, student did not meet program
requirements, student entry was a duplicate

4. COMPLETEDstudent accepted a position and has been assigned to a classroom

12



CHANGE STUDENT STATUS e
To change the enrolled, pending, completed, or waitlisted status of a student: p |
1. Go toapp.asapconnected.corand type in the Org ID which4814
2.99YUSN)I e2dzNJ ! aSNYyIFyYys | R tlFlaagz2NRrR | a[ 23
1
3. Click on the Group Classes tab, then chogse
the Program Name listed under EVENGte » 3
that, when preregistration is underway for a ~
new UpComIng SChOOl year’ both the Current Schedule } Group Classes New Students \ Notes & Files hi Hours
school year classes AND the upcoming school Show Current v
year classes will be displayed. The difference Event Class Code Date
can be dIStIngUIShed by |ook|ng at the DATE Enterprise Early Education Center 816P13201.501 8/1/2018 - 6/30/2019
| T k th t | P Enterprise Early Education Center 816P13201.502 8/1/2018 - 6/30/2019
CO umn 0 Wor wi a par ICU ar rogram Or Enterprise Early Education Center 816P13201.503 8/1/2018 - 6/30/2019
Class, locate the correct date range for the Enterprise Eerly Education Center 816P13201504  8/1/2018 - 6/30/2019
relevant school year then choose the Enterprise Early Education Center 816P13201.505 8/1/2018 - 6/30/2019
PI’Ogram/Slte Name fOI’ the COFI’eC'[ SChOOl year Enterprise Early Education Center 816P13201 9/2/2018 - 6/30/2019
: Enterprise Early Education Center 816P13201 9/2/2019 - 7/1/2020
“Sted under EVENTA'SO nOte that! under Enterprise Early Education Center g16P15201.501 97272019 - 6/1720.20
Class COde, the Program will not have the () Enterprise Early Education Center 816P13201.502  9/2/2019 - 6/1/2020
dot followed by a Ietter and tWO numbers Enterprise Early Education Center 816P13201.503 9/2/2019 - 6/1/2020
h h . d d | I Enterprizse Early Education Center 816P13201.504 9/2/2019 - 6/1/2020
T Ose aret e In Vi ua Casses Enterprise Early Education Center 816P13201.505 9/2/2019 - 6/1/2020
4. Click on the Class Roster tab, then, beside the Vie R et
z = v A , st i ,
LINE YL Z OK22a$8 a9y Npff § =" 09K y 3 odé
o . . . A , | View: | Enrolled and Pending  ~
5.¢2 OKIFy3as 2yS8S aidRSydQd ] |
UAYSXY Of AO] UKS 4a{SfSOuU !'QuA2vye odziuzy
0SaARS UKS audzR YHRublk BamBam ENROLLED 12/52017 Betty Rubble Select Action
GORAG {4 G dza o¢
6. In the window that opens, choose the new status for the student, the| == =2 -5
Ot A 01 a{l &S o
Enrollment Modification
P w ~~ A\ = “ P ~ “ i P 4z nrolimen atus: m A 4
Lyt S3a 82dz OKFy3aSR (KS addzRSy G ¢ T 5y R
gAff | S RAAl LIS NBR TNRY UKS | sreiment e s =TS O
aK2gAy3 G9yNREtfSR YR t SYyRAY 3D ) [ipoey
Drop-In
7. T i .
. To change the status of multiple _aName FirstName
students at once, click the o4 Alen Lare
OKSO102ESa 0SaA| 2 ik Mary-Gates PR SLEHA O : —
. Class Roster Demographics | uestions Schedule \ Skills '\ MNotes |
names whose status you wish to |7 = aien Parker e 2 |
- A < A - View: | Enrolled and Pending ~
OKFy3aSzZ UKSY Of|v 2 sunhes Pimika | ’ e
{ Ul 0dz € t A }/ 1_ IO 5. Rubble BamBam WA Mass E St
Class Roster window. 5. Rubble Pebbles
8. In the window that opens, choose the 9. To see the students PR —
new status for the selected students, whose status was
U K S y' Of ), %::P:"“Emd A [ 1 rX C‘Dr:’f — Ch&ngEd, Change th Drag a column header and drop it here to group by that column
selection beside the ot e e
Enrollment Modification d + A S é é LJN\E Y LJ 2 ien Mary-Gates COMPLETED
il | the list of students with i =
| - that status. 13



Email Notification that Child Was Selected for Available Position

Dear Family ofrégistrant.firstnamé,

Congratulations!

We are pleased to notify you that {registrant.name}'s name was selected during the First Cliss Pre

random drawing for an available position atfioolname.sitg

Please reply via email to the director of the programemhil.linkalabama.emgito accept or
decline this position within seven (7) days.

In your email, please state whether you will accept or decline this position.
If you have questions, please contgatdgram.directof at {progdir.phoné or {progdir.emai}.
Thank you!

Alabama's First Class RfeProgram

@
DEPARTMENT OF

ALABAMA
Early Childhood
Education

Emai | Noti fication t hat Chi |l do6s

Dear Family ofrégistrant.firstnamé,

This is to notify you that {registrant.name}'s name has been placed on the Waiting List for the
Class PrK program atdchoolname.sitp

You do not need to take any action at this timéou will be contacted by the program if a position
becomes available for your child.

If you have questions, please contgatdgram.directof at {progdir.phoné or {progdir.emai}.
Thank you!

Alabama's First Class RfeProgram

(J
\ ALABAMA Dﬂ‘:ﬂ.ﬂ'rMENT OF
Early Childhood
Education

First
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Schedule J’GroupCIasses ._ New Students  \ Mates & Files \ Hours

ASSIGN CHILDREN TO CLASSES
1. Loginto ASAP.

Sho urrent

Event Class Code Date
2. Click on the Group Classes tab, then choose the PI’O% Enterprise Farly Education Center 816P13201501  8/1/2018 - 6/30/2019
Name listed under EVENNote that, when preregistration is | Enterprise Early Education Center 816P13201.502  &/1/2018 - 6/30/2019
underway for a new upcoming SChOOl year’ both the curre tEnteanse Early Education Center 816P13201.503 8/1/2018 - 6/30/2019
SChOOl year C|asseS AND the upcoming SChOOl year ClaSS Esngsr'ﬁwfe Early Education Center 816P13201.504 8/1/2018 - 6/30/2019

Enterprise Early Education Center 816P13201.505 8/1/2018 - 6/30/2019

be displayed. The difference can be distinguished by loOKIT T s e ereer cones pr— T ETE
the date listed. To work with a particular Program or Clas$} enterprise eariy Education center 816P13201 9/2/2018 - 7/1/2020
locate the correct date range for the relevant school year. || ey TTOPTIZ0T ST 727201 br1 2020
Also note that, under Class Code, the Program will not hayésrerise Early Education Center SLOPI3J0L302 - S/212018 - 6/1/2020
the (.) dot followed by a letter and two numbers. Those arg™eeserab-Education Center SIOPLSZ0OLS0 9212018 6172020
. .. Enterprise Early Education Center 816P13201.504 9/2/2019 - 6/1/2020
the IndIVIdual Classes' rEnterDrse Early Education Center 816P13201.505 9/2/2019 - 6/1/2020
. -
3. Click on the Clag . - 4. To print a list of students to refer to,
Roster tab then, || Class Roster ™, Demographics click the Excel or PDF icon at the top | | &
beside the View - right of the Roster window to export
prompt, choose || /€W | Complsted - a list of students to refer to. Click_
G/ 2YLX SiSRwe on the document icon at the botto\
left corner of the screen to open it| Bf| RadGridexport
5. . SaARS GKS d 6./ tAO] 2y 4{ St SO
LINE YLIGZ OK2 2 QEAaAGAY3 /T &dadé
It aa®é Class Roster Demog
Create New Select Existing Class
T ® 'YRSNI a{ St SOG I Of I AaYE¢ [socciacms TITRA&A 02 (K¢
A Time Period = 20201 Classrooms Timeperod: | maroors secmos ¥
A Location = Choose the site of the classroom oeation: = =
A Course Group = Alabama First ClasskP@nline Pre=Registratior Fhens Elementar.
A Course = Choose the site of the classroom (same as Location Group; | AcbamaFist Ci... 7
Setting) Course: Athens Elementar.. ¥
A Class = Choose the class to which you want to assign a stude C55 | suectacmee "
students (The class code in brackets has the class # at the enc

T2ttt 26Ay3a GKS aoé yR Al [nazrio701do1]fA 1S a{nmé 2NJ aCn

8. LY (KS gAYyR2¢ dzy RSNJ a{ St SO
aidzRSyidavye Of A0l GKS Seleetstugens

each student you want to place into st ;m:: ;‘;” =
the identified class. Thenclickthe — =——0nonu__ |~ ... .
d a 2 QS é 6 dZU U 2 y LJ2 }\ y U }\ y 3 Fimika Humphries | -
at the class details. ¢ L Alen :
Viary-Gates Allen -
b D 2 KSYy FTAYAAKSR Y20AYy 3 —&+t Uax Of A0l GKS a{ !l OF

10.Repeat this process for each class/student as needed. To repeat | athens Elementary School
i 142P10701
fpr arlothgr (V:Ia.t{ss, chc_:{k thg PArogr/_arI] Namg on thg left aboyeA/... H5:50 AM - 34:00 PM ) X
a{ St SOU {UdzRSyuae 02 OKz22z2asS IV a ylyYSsSz
StepS 4-10. Select students:
15




ASSIGN CHILDREN TO CLASSES AFTER AUGUST 3, 2020

After random selections have been made, and, after students have
responded, directors may mark students who accept as Completed and
move them to the various classroom sections by splitting the class.

On August 3, ASAP will automatically put in the date of August 3, 2020 as
0KS O2YLX SGSR addzRSyiaQ SyNRfftYSyid RIGSO®
3 and NOT the date when the parent registered the child.

After August 3, when a director marks an additional student completed

and moves that student to the classroom, the director will be responsible
for changing the enrollment date to the ACTUAL date that the student is
marked completed. This can be done at the same time the student is
marked completed; one additional click to select the date. Selecting or
entering a time is NOT necessary. This will enable us to get an accurate
count of how many days a student is in the class. The dropped date for any
student leaving a class is already automatically populated.

| SNB Aa +Fy SEFYLXS 2F I aGdzRSyidQa NBO2NR
student completed and puts in the date:

| (5] AsAPConnected o % = 0O

Enrollment Modification

Enrollment Status: Completed -
Enroliment Date: | B/15/2020 [H
Enroliment Time: 10:17 PM ©

Save Cancel

¥=rs P ———— = [N N Lanyll S22 aws LTI L T
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PRINT CLASS ROSTERS

To export and print a class roster:

1. Go toapp.asapconnected.corand type in the Org ID which4814 ~—
t 346 2NR

2.9y GSNI @2dzNJ ' AaSNY I YS

( Schedule ] GroupCIassesé

YR

—

3. Click on the Group Classes ta

Show Current v

ASAC

tration + Management Softwa

org ID:

mh. 4814

Ol a[ 23

4. . SAARS (KS da+=iSé wSII2NIAYE o
LINR YLIGi S OK2 2 a$S PviewRrepors | Ciass Roster Report lGo||NJ et 7 | e
WSLJQNJjé FTNRY leo KINE LJKZ Uy T Oy OzZ¥
¢tKSy Of A0l daD2 ¢
5. Set the filter fields to the following settings. Time Peried: | Fall 2018 Sections Y
A Time Period = 20221 Classrooms feacher. Patton Beth Y
A Teacher = your name will display Course Group: | Alabama First Class Pre-K Online ¥
A Course Group = Alabama First ClasskP@nline Pre=Registratio| Course: Athens Elementary School v
A Course = Choose the site of the classroom Class: 142P10701.801 - 12:00 AM - 12: ¥
A Class = Choose the class for which you want to print a roster | status Completed v
A Status = Completed
6. Set the four Data Field filters to your preferences or use the -
following settings. Data Field# 1| Primary Phone No v
A Data Field #1 = Primary Phone Number Data Field # 2 | Email v
A Data Field #2 = Email Data Field # 3 | Address v
A Data Field #3 = Address (this will be street only) Data Field # 4 | City-State-ZipCode ¥
A Data Field #4 = CiStateZipCode
7.1t A0l GKS a{K26 wW2a0SI| goimee 2Y FYR I LINBGASSH oAt
display at the bottom of the screen.
A = . i A s oa @O K< e il Sport tothe selected format im % ,
8. ¢2 SELRZNIL | t5C 2F UKS NRAUSN I N.
2 GKS a8t SOGSR T2NNIGé LINR YL Crefesteorsoen Y
G! ONRPolG o6t5C0 FAES¢eE GKSy Of A Athens Elementary School 2 N.Ji
9. Find the PDF document at the bottom left 10. To export a printable roster with headings aboe R
corner of your computer screen and clickto G4 KS 02 f dzyyasz Of A Ol (| sesecsy ELI2
open it. % corosenndt bottom left of the window.
assRoster.p
11.Find the CSV document at the bottom left corner of your
computer screen and click to open it. It will have an Exeet—p " ClassRostercsy »
icon beside it.
12.When the document opens, you can sort and customize it
just as you would any spreadsheet. When ready to
LINE RdzOS | KI NR O2Lksx OfA0]l acCh i2L) £ ST
0KS 6AYR2gS (GKSy aStSOG at NAyd
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PRINT ONE -PAGE COMPREHENSIVE REPORT FOR AN INDIVIDUAL STUDENT

1. Go toapp.asapconnected.corand type in the Org ID which4814
229y 0SNI @2dzNJ ! A&SNYyIYS YR tlaag2NR |y

3. In the Search field on the left sidebar, enter the name

of your school, select Classes from the dropdown
YSydzZ FtyR Ot AO1 D2¢ [ 20l ASAP Qa VYl

looking for in the returned list of search results and
click View Details\ote that, when preregistration is
underway for a new upcoming school year, both the
current school year classes AND the upcoming scho 4\ Home
year classes will be displayed. The difference can be
distinguished by looking at the date listed. To work ,
with a particular Program or Class, locate the correct Q Athens /
date range for the relevant school ye@Mote that the Classes v || Go
school/program will have a-8igit alphanumeric code
but the classwill have a 13ligit alphanumeric code
including a period followed by the last 3 characte

My Settings = Logout

L= |

Class Roster Demographics

4. On the Class Detail page, change the Vi
dropdown to show the category of students you
want to see (Enrolled, Completed, etc.)

View: | Enrolled =

P
O
>
@

‘ Class Roster ' Demographics \ Questions . Schedule ' Skills ' Notes '

5. Click the box to the left of

View:
Completed e Attendance Options M

LastNameéo select all student
Or click the box beside the name

Mass Edit Status
Drag a column header and drop it here to group by umn

| 6@

names of specific studen

LastName We Status Enroliment Date  ParentName Actions

COMPLETED 2/20/2018 Select Action
COMPLETED 2/14/2018 Select Action
COMPLETED 3/13/2018 Select Action

3. Brasher

6. Click on Attendance Optio

7. From the Attendance Options dropdown, select Print Full D{ attendance options
Take attendance
8. On the next screen, select PRINT. Print attendance sheets

|| Print check-in sheets

[ Print attendance report

qu) h )/ S Yy ) P E MM E LJ- 3 S LJS | BHmTatE e detail report
information about the student and family. m

Note: Until March g, this one page full detail report for each student will print ONLY for
students with ENROLLED status. After Mafght ill be available for COMPLETED studemg



STUDENT DETAIL PAGE

1. Inthe Search field on the left sidebar, enter the name of a

student, select Students from the dropdown menu, and click .

2. [ 20108 GKS aiddzRSydQa

and click View Details.

3. On the Student Detail page that appears,
you can view everything about the—

a0 dzRSy (o 6, 2 dz \Qewy
Family AccountDetads f Ay 1 AY
right corner of the page and view all
details about the family\

Students | Detail

=) Name: -Adams View Family Account Details

4.¢2 TRR | Odzaidz2zyYy bz2idS8

record, in the second row of tabs on the

y

Students | petail

u B

Customer Groups:

Add Student o more Qroups...

YIEYS Ay UKS  NBGdzN.

Upload Image Take photo

ASAP

My Settings - Logout

45 Home

Bobby

VS

Students v || Go

Name: Bobby Barker
Email: bbarker@nomail.com
Gender:F
BDate: 4/11/2013
Age: 5§
Fhone: 3213216547 Mobile
0

Address:456 Price Lane
Right, AL
32165
ASAP Student 1D:5234907
Customer Type:  edit

{GdzZRSYy i 5SiStudéntNaleEdS> Of A O]

a

iKSy a! RR S b2GSo
5. Type the information you want added

0KS aidzZRSyidQa NBO2N.

Student Motes

Doc

™ Add New Note...

6. ¢2 GOASE | ye dzLJ 2 RSR R20dzySyida |ddl OKS

PN

GFroa 2y (KS { {dzRByuinensdE i LKA A% sBISNG]
residence and/or birth certificate will be stored if they were uploaded by the parent.

Student Notes | Documents

Remove

120612 Birth certificate.docx Remove

Upload student documents here:
Choose File |No file chosen

Upload

19
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STUDENT D

ETAIL PAGE (continued)

7. In the third row of tabs on the Student Detail page, the section

0St2¢

posed on the preaegistration form about the student and his/her

family.

GKS &/ dzadGz2yYy 51141 ¢

R
Custom Data ' Medical Info W‘«.._

Gl o

Child Lives With:

Does this child have an 1EP (Individualized
Education Plan)?

Has this child attended Head Start or Eanly
Head Start?

Has this child attended a center-based
childcare program?

Has this child attended a home-hased
childcare program?

Has this child participated in a home visiting
program?

Is this child in foster care?

Hispanic
Legal
Guardian 1

Yes, less
than 1 year

Yes, 1 year

Yes, less
than 1 year

Yes, 1 year

No

Does this child, family or household meet the Yes

definition of homeless?
Number of peaple living in this household?

Gross Yeary Family Income

4
$11,000 -
$30,000

Does anyone in your household participate in Yes

or receive Childcare Subsidy?

Does anyone in your household receive
TANF (Temporarny Assistance for Needy
Families)?

Does anyone in your household receive WIC
(Women, Infants, Children) food assistance?
Does anyone in your household participate in

Free/Reduced Price meals program at
school?

Does anyone in your household receive
SNAP (Supplemental Nutrition Assistance
Program) funds?

Yes

Yes

No

Yes

2y il Aya
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USEFUL VIEWS AND REPORTS FOR CHECKING ADDRESSES

1. Inthe Search field on the left sidebar, enter the name of your scho
select Classes from the dropdown menu, and click Go. ASAP

2. [ 201 0S GKS OflaaQa ylYS Ay G>§
View DetailsNote that, when preregistration is underway for a new
upcoming school year, both the current school year classes AND th
upcoming school year classes will be displayed. The difference can
distinguished by looking at the date listed. To work with a particular Athens
Program or Class, locate the correct date range for the relevant sch Q Classes v | 6o
year.(Note that the school/program will have adigit alphanumeric S

code but theclasswill have a 1digit alphanumeric code including a
period followed by the last 3 characters.)

3. Beside the View prompt under the Class e Bl fes T
Roster tab, choose the category of stude View
status you wish to see (i.e. Enrolled, VIew: (Enmlied h
Completed, etc.).
4. Click the Demographics tab to the right of the .
Class Roster tab. Class Roster Demographics Qu
5 SelecReview LisF NBRY (K$S & { g/t—g, Select Template: | Review List -

dropdown menu.

6. Scroll to the far right of the
screen to select the Excel icon <:
or the PDF icon. (The PDF
version cannot be sorted or
rearranged.)

7. Each of these export formats will produce a downloaded report containing the
following information:

Student name

Date account was created

Parent email address

Primary phone number

Street address, City

Classes for which the student is pegistered

o Too T To To Do

Note: Parent email addressesay be copied from the Excel export and pasted into an
email program for sending group emails. Be surprtidect the privacy of the recipients
by pasting the email addresses into tBEC address fiettf the email and use your own
email address in the TO address field. 51




